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REQUEST FOR QUOTATIONS

SOLICITATION NO:RFQ CPO 00-009

DATE ISSUED: March 2, 2000

CLOSING DATE: April 3, 2000

The Division of Science Resources Studies of the National Science Foundation (NSF) requires
“Editing and Publication Services”

Issued under the Federal Acquisition Regulation (FAR) Subpart 13, Simplified Acquisition
Procedures for the services described herein, this solicitation is 100% set aside for small business
concerns.  The applicable SIC code is 7338 “Secretarial and Court Reporting Services.”

The purpose of this solicitation is to establish a two-year Blanket Purchase Agreement
(BPA), which may be renewable on an annual basis for up to a total of five (5) years.  Orders
will be issued as future needs are defined.

The Government estimates the value of each order to be less than $100,000.  The Government is
obligated only to the extent of authorized orders actually placed under this BPA.

Please mail or deliver your quotation and sample products to:
National Science Foundation

Contracts Branch
4201 Wilson Boulevard, Room 475S

Arlington, VA 22230
Attn:  Alice M. Fierstein

“Response to RFQ CPO 00-009” should be prominent on the cover page.

The deadline for receipt of quotations is 4:00pm EST April 3, 2000.

Questions about this solicitation should be directed to Alice M. Fierstein at 703.306.1242.
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Request for Quotations
for

Editing and Publication Services

DESCRIPTION OF AGREEMENT

BACKGROUND
The National Science Foundation (NSF), through the Division of Science Resources Studies
(SRS), requires editing and publication services to produce its reports.  Examples of SRS
publications are available on the World Wide Web at http://www.nsf.gov/sbe/srs/stats.htm, or
can be ordered by calling (301) 947-2722.  Offerors are strongly encouraged to view several
examples of SRS publications prior to submitting a response to this Request for Quotes.

OVERVIEW
NSF seeks to establish a two-year, fixed labor rate Blanket Purchase Agreement (BPA)
with firms, that can provide the full range of services in one or both of the primary areas, listed
in the STATEMENT OF WORK below.

The scope of work includes two primary areas:
� Statistical editing (substantive, copy editing, proofreading);
� Desktop publishing (composition, graphic and table creation, formatting of statistical tables

according to pre-established format specifications, providing finished documents in
PageMaker 6.5 for Windows).

The Government intends to award multiple BPAs for each of the primary areas.  Each award will
be issued in accordance with FAR Part 13 Simplified Acquisition Procedures.  Orders under each
BPA will be issued on a firm fixed price basis, as requirements are defined.

Orders will be issued throughout the term of the BPA as they are defined.  Each BPA holder may
or may not receive an initial award of up to $2500 for ad hoc, quick-response editing requests.

NSF will issue new work requirements based on labor rate quotes in each BPA.  For each
requirement, NSF will:
1. Estimate the number of hours required in each applicable labor category for the requirement.
2. Using the quotes provided by each holder of a BPA, determine the cost of services.
3. Offer the order to the lowest priced vendor.  If not available to accomplish the work in the

required timeframe, the next lowest BPA holder will receive the order.

The amount of each order issued under each BPA will not exceed $100,000.

BASIS FOR AWARD

The evaluation will be based on the factors described below.  The Government reserves the right
to award multiple purchase orders without discussions and/or negotiation.  Offerors submitting
capability statements/quotations will be evaluated on the criteria listed below:
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(1) Technical Performance -- Samples: Offerors shall provide three (3) finished print products
that demonstrate their ability to meet the skills required in this statement of work.

(2) Experience and Past Performance -- Offerors shall provide a statement listing project
summaries in the past two (2) years related to the requirements requested in the above
statement of work to demonstrate their experience and past performance, (a) resumes of all
proposed personnel involved with any aspect of meeting the requirements in this statement of
work (resumes should demonstrate experience related to the requirements in the statement of
work), (b) references of five (5) previous customers for whom the offeror has produced
similar material to the requirements listed in the above statement of work (references should
include contact name, business address, business telephone number, and title/brief
description of the type of work performed), (c) an equipment and software list, and (d)
demonstration of quality at a fair and reasonable price and on schedule.

(3) Accessibility -- The Contractor shall verify/provide the following: ability to exchange
material when performing a requirement and deliver products through courier (preferably
local) and electronic exchange and meet biweekly during important projects (if necessary).

Award determinations will be made on technical ability.  Each order will be issued based on the
Contractor’s ability to meet the terms of the requirement and cost.

QUOTATION INSTRUCTIONS
Contractors may submit quotations in one or both primary areas.  The Contractor must possess,
and be able to demonstrate, all skills within each primary area.  Examples of publications
produced by SRS can be seen on the Internet at http://www.nsf.gov/sbe/srs/stats.htm.
Interested parties are asked to read INSTRUCTIONS on page 10 and submit:

(1) A technical quotation listing their capabilities relative to the needs described in
STATEMENT OF WORK on page 3.

(2) A cost quotation listing their rates for each labor category listed in their technical quotation.

(3) Sample products.

(4) References.

STATEMENT OF WORK

The National Science Foundation (NSF), through the Division of Science Resources Studies
(SRS), requires publications services to produce its reports.  Examples of SRS publications are
available on the World Wide Web at http://www.nsf.gov/sbe/srs/stats.htm, or can be ordered by
calling (301) 947-2722.  Offerors are strongly encouraged to view several examples of SRS
publications prior to submitting a response to this Request for Quotes.

Requirements

Independently and not as an agent of the Government, the Contractor shall be required to furnish
all the necessary services, qualified personnel, material, equipment and facilities, not otherwise
provided by the Government, as needed to perform the tasks described below:
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•  Statistical editing (substantive, copy editing, proofreading); and/or

•  Desktop publishing (composition, graphic and table creation, formatting of statistical tables
according to pre-established format specifications, providing finished documents in
PageMaker 6.5 for Windows).

The following labor categories are considered essential to the successful performance of the
work to be performed under BPA orders.

Composition:

Activity Labor Category
Desktop publishing for the PC in Adobe PageMaker Desktop publisher
Graphic/Table creation in Microsoft Excel Excel specialist
Graphics design/illustration Graphic artist
Project Management Project Manager *

Editing:

Activity Labor Category
Statistical data checking Statistical Editor
Statistical review/editing Statistical Editor
Substantive editing preferably a Statistical Editor
Copyediting qualified General Editor
Writing/rewriting qualified General Editor or a statistical

editor (depending on the subject matter and
depth of rewrite)

Management:

Activity Labor Category
Project Management Project Manager*

*For large and/or complex projects only.  The majority of tasks (~80%) would not require a project manager.

Offerors may submit a quote for one or both areas.  Depending on whether the offeror submits a
quotation in either the statistical editing category, desktop publishing category, or both, the
offeror must possess and be able to demonstrate all skills within the primary areas proposed.

Guidelines for editing and producing SRS reports include the SRS Guidelines for Print and
Electronic Products, the U.S. Government Printing Office Style Manual, supplemented by The
New York Public Library Writer’s Guide to Style and Usage, and any additional exceptions
provided by the SRS Publications Manager.

Software and Electronic Submissions

Government Submissions
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The Contracting Officer’s Technical Representative (COTR) will provide the Contractor with
initial material in electronic and hard copy formats (if necessary) for composition and table
formatting.  The COTR will provide requirements to the Contractor in any of the following
formats:

� Initial text material in Microsoft Word, version 97/7, and when required
� Tables and figures in Microsoft Excel, version  95/5 or 97/7
� Tables in Lotus 1-2-3; Postscript; or TPL format
� Figures in other graphics packages such as Illustrator, versions 7 or 8; CorelDraw,

version. 5; CorelChart, version 5; or a comparable package.

SRS may upgrade to Microsoft Office 2000 products; therefore, the contractor shall have the
capability to meet this requirement.  The COTR will notify the contractor of any changes or
upgrades to current operating software or electronic submission requirements prior to the
submission of any new requirements.

Contractor Submissions

The Contractor shall provide deliverables in both hard copy and electronic format.  The hard
copy submission will consist of three (3) copies submitted to the SRS Publications Manager.
The electronic submission will accompany the hard copy submission.  The final page
composition and layout for the electronic submission should be created in PageMaker, version
6.5 for the PC.  The contractor shall submit tables in Microsoft Excel, version 95/5 and charts
and graphs in Excel version 95/5 or 97/7.  SRS may migrate to Adobe InDesign for Windows
composition software in the future.  The Contractor shall have the capability to meet this
requirement.  The COTR will notify the contractor of any changes or upgrades to current
operating software or electronic submission requirements prior to the submission of any new
documents.

All electronic submissions shall be created in software designed for Intel-based PCs.
Submissions in Mac format, or that require the use of Mac conversion software, are
unacceptable.

INSPECTION AND ACCEPTANCE

Inspection and acceptance will be performed by the COTR or other such person as may be
designated elsewhere in this agreement or in writing by the Contracting Officer.

DELIVERIES OR PERFORMANCE

Specific delivery instructions will be provided when orders are issued.

PERIOD OF PERFORMANCE

Agreement(s) will be awarded for a two-year base period, which may be renewed annually for a
total of five (5) years.
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CONTRACT ADMINISTRATION DATA

INVOICE AND BILLING INFORMATION

Submission of Proper Invoice.  The Contractor shall submit proper invoices for reimbursement in
the manner and format described herein.  The following data must be included in an invoice for it
to constitute a proper invoice:

� Name of the contractor and invoice data;

� BPA number, or other authorization for delivery of property or services;

� Description, price, and quantity of property and services actually delivered or rendered;

� Date of order

� Order number

� Shipping and payment terms;

� Name (where practicable), title, phone number, and complete mailing address of responsible
official to whom payment is to be sent;

� Date of delivery;

� Other substantiating documentation or information as required by the agreement.

Form.  Vouchers shall be submitted on the Government Standard Form 1034, "Public Voucher
for Purchases and Services Other Than Personal-Continuation Sheet."  These forms are available
from the Government Printing Office, 710 N. Capitol Street, Washington, D.C. 20801.

Address.  Submit all proper invoices to the National Science Foundation, Division of Financial
Management, Accounts Payable.

Number of Copies.  An original and three copies are required.  An additional copy shall be sent
under separate cover to the Contracting Officer.  If the contract is under the cognizance of a
Defense Contract Audit Agency, the Contractor shall send an additional copy to the cognizant
audit agency.

An itemized invoice shall be submitted at least monthly or upon expiration of this BPA,
whichever occurs first, for all deliveries made during a billing period and for which payment has
not been received.  These invoices need not be supported by copies of delivery tickets.

INDIVIDUALS AUTHORIZED TO PURCHASE

Only the Contracting Officer is authorized to purchase under this BPA.



RFQ CPO-00009

Page 7

CONTRACT CLAUSES

52.252-2 CLAUSES INCORPORATED BY REFERENCE. (FEB 1998)

This contract incorporates one or more clauses by reference, with the same force and effect as if
they were given in full text.  Upon request, the Contracting Officer will make their full text
available.  Also, the full text of a clause may be accessed electronically at this/these
address(es):  http://www.arnet.gov/far/

CLAUSE/
PROVISION TITLE    DATE

52.204-4 PRINTING/COPYING DOUBLE-SIDED ON RECYCLED JUN 1996
PAPER

52.213.4 TERMS AND CONDITIONS – SIMPLIFIED ACQUISITIONS
(OTHER THAN COMMERCIAL ITEMS) FEB 2000

52.219-6 NOTICE OF TOTAL SMALL BUSINESS SET-ASIDE JUL 1996

QUOTER REPRESENTATIONS AND CERTIFICATIONS

Certain representations and certifications must be made by the quoter and must be filled in as
appropriate, and should be returned to NSF along with the quotations.  The signature below of an
authorized representative of the party submitting the quotation constitutes the making of the
applicable representations and certifications.

________________________________________________________________________
Name and Title

(End of provision)

For the purpose of this solicitation, the terms "offeror" and "offer" as they are used in the
certifications and representations shall mean "quoter" and "quotation," respectively.

52.204-6 CONTRACT IDENTIFICATION NUMBER -- DATA
UNIVERSAL NUMBERING SYSTEM (DUNS) NUMBER. (APR 1998)

(a) The offeror shall enter, in the block with its name and address on the cover page of its offer,
the annotation "DUNS" followed by the DUNS number that identifies the offeror's name and
address exactly as stated in the offer.  The DUNS number is a nine-digit number assigned by
Dun and Bradstreet Information Services.

(b) If the offeror does not have a DUNS number, it should contact Dun and Bradstreet directly to
obtain one.  A DUNS number will be provided immediately by telephone at no charge to the
offeror.  For information on obtaining a DUNS number, the offeror, if located within the
United States, should call Dun and Bradstreet at 1-800-333-0505.  The offeror should be
prepared to provide the following information:
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(1) Company name.

(2) Company address.

(3) Company telephone number.

(4) Line of business.

(5) Chief executive officer/key manager.

(6) Date the company was started.

(7) Number of people employed by the company.

(8) Company affiliation.

(c) Offerors located outside the United States may obtain the location and phone number of
the local Dun and Bradstreet Information Services office from the Internet home page at
http://www.dnb.com/.  If an offeror is unable to locate a local service center, it may send
an e-mail to Dun and Bradstreet at globalinfo@mail.dnb.com.

(End of provision)

TYPE OF BUSINESS ORGANIZATION

The offeror or quoter, by checking the applicable box, represents that –

(a) It operates as [   ] a corporation incorporated under the laws of the State of
_________________,    [   ] an individual, [   ] a partnership, [   ] a nonprofit
organization, or [   ] a joint venture.

(b) If the offeror or quoter is a foreign entity, it operates as [   ] an individual,
[   ] a partnership, [   ] a nonprofit organization, [   ] a joint venture, or
[   ] a corporation, registered for business in ___________________.(country).

52.215-11 AUTHORIZED NEGOTIATORS (APR 1984)

The offeror or quoter represents that the following persons are authorized to negotiate on its
behalf with the Government in connection with this request for proposals or quotations:
[List names, titles, and telephone numbers of authorized negotiators.]

 (End of provision)

52.219-1 SMALL BUSINESS PROGRAM REPRESENTATIONS.  (MAY 1999)

(a) (1) The standard industrial classification (SIC) code for this acquisition is 7338
“Secretarial and Court Reporting Services”.
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(2) The small business size standard is average annual receipts not exceeding $5,000,000
per year for the past three completed fiscal years.

(3) The small business size standard for a concern which submits an offer in its own name,
other than on a construction or service contract, but which proposes to furnish a product
which it did not itself manufacture, is 500 employees.

(b) Representations.

(1) The offeror represents as part of its offer that it [   ] is, [   ] is not a small business
concern.

(2) (Complete only if offeror represented itself as a small business concern in paragraph
(b)(1) of this provision.)  The offeror represents, for general statistical purposes, that it
[   ] is, [   ] is not, a small disadvantaged business concern as defined in 13 CFR
124.1002.

(3) (Complete only if offeror represented itself as a small business concern in paragraph
(b)(1) of this provision.)  The offeror represents as part of its offer that it [   ] is, [   ] is
not a women-owned small business concern.

(c) Definitions.

"Small business concern," as used in this provision, means a concern, including its affiliates, that
is independently owned and operated, not dominant in the field of operation in which it is
bidding on Government contracts, and qualified as a small business under the criteria in 13 CFR
Part 121 and the size standard in paragraph (a) of this provision.
"Woman-owned small business concern," as used in this provision, means a small business
concern--

(1) Which is at least 51 percent owned by one or more women or, in the case of any publicly
owned business, at least 51 percent of the stock of which is owned by one or more
women; and

(2) Whose management and daily business operations are controlled by one or more women.

(d) Notice.

(1) If this solicitation is for supplies and has been set aside, in whole or in part, for small
business concerns, then the clause in this solicitation providing notice of the set-aside
contains restrictions on the source of the end items to be furnished.

(2) Under 15 U.S.C. 645(d), any person who misrepresents a firm's status as a small or small
disadvantaged business concern in order to obtain a contract to be awarded under the
preference programs established pursuant to section 8(a), 8(d), 9, or 15 of the Small
Business Act or any other provision of Federal law that specifically references section
8(d) for a definition of program eligibility, shall--

(i) Be punished by imposition of fine, imprisonment, or both;
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(ii) Be subject to administrative remedies, including suspension and debarment; and

(iii) Be ineligible for participation in programs conducted under the authority of the Act.

(End of provision)

INSTRUCTIONS FOR PREPARATION OF QUOTATION

Contractors may submit quotations in one or both primary areas.  The Contractor must possess,
and be able to demonstrate, all skills within each primary area.  Examples of publications
produced by SRS can be seen on the Internet at http://www.nsf.gov/sbe/srs/stats.htm.
Interested parties are asked to submit:

1. A technical quotation listing their capabilities relative to the needs described in
STATEMENT OF WORK on page 3.

2. A cost quotation listing their rates for each labor category listed in their technical quotation.

3. Sample products.

4. References.

Provide rate/price quotations for the first two years, and a detailed breakdown for each item
listed below.  For additional labor categories quoted, add to the bottom of each table.  Rates and
price quotations may be resubmitted upon each (potential) annual renewal.

Composition:

Activity Labor Category Price per hour
Desktop publishing for the PC in Adobe PageMaker Desktop publisher
Graphic/Table creation in Microsoft Excel Excel specialist
Graphics design/illustration Graphic artist
Project Management Project Manager *

Editing:

Activity Labor Category Price per hour
Statistical data checking Statistical Editor
Statistical review/editing Statistical Editor
Substantive editing preferably a Statistical Editor
Copyediting qualified General Editor
Writing/rewriting qualified General Editor or a statistical editor (depending

on the subject matter and depth of rewrite)

Management:

Activity Labor Category Price per hour
Project Management Project Manager*
*For large and/or complex projects only.  The majority of tasks (~80%) would not require a project manager.
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All written responses must include prices and technical data sufficient to determine capability to
perform the work stated in the requirements, and shall be all inclusive. NSF expects hourly rates
to include GNA, overhead, profit, ODC, etc.

Prices must be broken out according to labor category and/or hourly time assessed per job type
(i.e. substantive editor – $XX per hour; or substantive editing - $XX per hour).  Hourly rates
must include descriptions of what comprises the rate (i.e. an hour of substantive editing equals
four pages per hour, an hour of copy-editing equals six pages per hour).  Not all types of
employee skills/experience are required for all job types.  For example proofreaders do not need
to have the same level and type of experience and education as substantive editors.  Likewise,
editors do not necessarily need to have composition skills.


